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Secretary of State
Bepartment of Archifies and History
330 Qapital Afenue, $.%.

g:;ﬁﬁ;ﬁ Atlanta, ®eorgia 30334 Edtuard Weldon
(404) 856-2881 ’ DIRECTOR
{404) 656-2358
INFORMATION (404) 856-2393
FAX (404) 6578427
MEMORANDUM
DA]'E: | March 16, 1995
TO: Gerald Poe - Records Management Officer
Dept. of Human Resources
FROM: Peter E. Schinkel - Head, Schedule Section W
SUBJECT: DHR retention schedule change report

SCHEDULE #  86-0073[-M]
SERIES TITLE: "DHR Complaint Procédure File," 1989 and ongoing.
CHANGE DATE:  April 21, 1993 |

The change report has been recorded and filed with the official copy of the
approved schedule. ) ,

Note. This is to replace my memo of March 15, 1995 reporting receipt and filing of the
1993 change to schedule #86-0073. The series title in that memo was incorrect. We
hope this did not cause inconvenience for your program. Please accept our apologies.

cc.  Schedule Case File - 86-0073
Minor Change File ‘
Andy Taylor - Assistant Director




Records Retention Schedule

GEORGIA DEPARTMENT OF HUMAN RESOURCES

Division/Office: - Office of Personnel Administration
Section/Unit: Human RelationsESection

Schedule ﬁse: Department Wide

Schedule No.: 86-73 Qgggi' Minor Change 4-21-93
Records Series Title: DHR COMPLAINT PROCEDURE FILE
Description: Documents relating to recording complaints

filed by employees under the DHR Employee Complaint Procedure.

Included are: complaint steps filed by the employee, responses by
managers, supporting documentation, reprisal, investigations,
mediation files, final decisions and related correspondence.

File Arrangement: By year, then numerically
by complaint number.

Retention/Disposition Instructions:

1) Central Office

when final decision is received and no appeal is pending,
place all papers in the closed file. Cut off the closed file
at the end of each calendar year; hold in current files area
3 years; transfer to State Records Center; hold 2 years; then
destroy.

Note: In the event a charée is filed, or an action brought by
the U.S. Attorney General, these records must be retained
until the final disposition ©f the charge or action.

2) Institutions, District and Local Offices

Hold reference copies in current files area until final
decision is received and no appeal is pending; then place in
closed file; cut off closed file at the end of each calendar
vear; hold in current files area 1 year; then destroy.

Confidential: No - Open Record.
Supersedes: 86-73 (approved 9-5-86)

{minor change 9-30-91)

(File 86-73.0SS)




- Secretary of Btate
Bepurtment of Archifes and History
330 @apital Abenue, $.FE.

Fax Aleland | tlanta, B .
SECRETARY OF STATE (A anta, Georgia 30334 gh&’ath M eldon
s e,

INFORMATION (404) 656-2392
FAX (404) 657-8427

MEMORANDUM
DATE: March 15, 1995
TO: Gerald Poe - Records Management Officer
Dept. of Human Resources
FROM: Peter E. Schinkel - Head, Schedule Section %

SUBJECT: DHR retention schedule change report
SCHEDULE #: 86-0073[-M]

SERIES TITLE: “DHR Grievance Procedure File," 1989 and ongoing.

'CHANGE DATE:  March 3, 1995

The change report has been recorded and ﬁl_ed with the official copy of the approved
schedule. .

cc:  Schedule Case File - 86-0073
~ Minor Change File
Andy Taylor - Assistant Director



Records Retention Schedule

Georgia Department of Human Resources

Division/Office; - Office of Isersonnel Adminis&ation
Section/Unit; | ‘Human Relations Secti;on

Schedule Use; Department Wide

Schedule No.: 86-73 Date: Minor Change 3-3-95

Record Series Title; DHR GRIEVANCE PROCEDURE FILES

Description: Documents relating to grievances filed by employees using

the DHR Employee Grievance Procedure.

Included are;: Grievances filed by the employee, supporting documentatior;, response by
manager, related correspondence and final decisions.

File Arrangement: By year, then alphabetically by employee name.

Retention/Disposition Instructions; -

1)

2)

Central Office

When final decision is received and no appeal is pending, place all papers in the
closed file. Cut off the closed file at the end of each calendar year; hold in current
files 3 years; transfer to State Records Center; hold 2 years; then destroy. Note: In
the event of a charge or other legal action, records are retained until final
disposition. '

Division/Office/Institution
Hold reference copies in current files until final decision is received and no appeal is

pending; then place in closed file; cut off closed file at the end of each calendar year;
hold in current files 1 year; then destroy.

Confidential: No - Open Record

Supersedes: 86-73 (approved 9-5-86)

(minor change 9-30-91)
{minor change 4-21-83)

(94-363-1.wpd)



fMax Lleland

SECRETARY OF $TATL
(404) 856-20681

b

MEMORANDUM

Setreta

State

Bepartment of Archives and History
330 Qapitol Avenue B.X.
Attanta, Georgin 30334 Edtard Weldon
’ ' ‘ DIRECTOR
(404) 858-2258

INFORMATION (404) 838-2353

DATE:

TO:

FROM:

- SUBJECT:

_SCHEDULE #:

SERIES:

CHANGE:

From:

To:

MAR 4 -~ 1905

March 3, 1992

Gerald Poe, - Records Management Officer
Dept. of Human Resources

Peter E. Schinkel - Head, Schedule Section

Acceptance of minor change report submitted
. October 3, 1991

86-0073, effective September 5, 1986
"DHR Complaint Procedure File", 1991 and continuing.
Item #3. Disposition Instructions for:

Institutions. District and Local Offices

Forward all original material to Central Office. Hold
raference copies in current files area until final decision
is received and no appeal is pending; then place in closed
file; cut off closed file at end of each calendar year; hold
in current files area 3 years; then transfer to local holding
area; hold 2 years; then destroy

Hold reference copies in current files area until final
decision is received and no appeal is pending; then place in
closed file; cut off closed file at the end of each calendar
year; hold in current files area 1 year, then destroy.

This change to the final disposition is accepted because the reference
copies are duplicates of the official record copies held in the Central
Office. Retention of reference copies is set by administrative decision of

the creating agency.

This change has been accepted and filed with the official copy of the

approved sch

cc:

Tfule.
Schedule Case File - 86-0073

* Minor Change File
Robert E. White - Deputy Director




Records Retention Schedule

GEORGIA DEPARTMENT OF HUMAN RESOURCES

Division/oOffice: Office of Personnel Administration
Section/Unit: ‘ - Human Relations Section

Schedule Use: | Department;Widé  _ |
Schedule No.: 86-73 Date: Minor Change 9-30-91
Records Series Title: DHR Complaint Procedure File
Description: Documentsrelating1x:iecordingcomplaints

filed by employees under the DHR Employee Complaint Procedure.

Included are complaint steps filed by the employee, responses by
managers, supporting documentation, reprisal, investigations,
mediation files, final decisions and related correspondence.

‘Flle Arrangement: File is arranged by year, then numerically
by complaint number.

Retention/Disposition Instructions:

1) Central Office

When final decision is received and no appeal is pending,
pPlace all papers in the closed file. Cut off the closed file
at the end of each calendar year; hold in current files area
3 years; transfer to State Records Center; hold 2 years; then
destroy.

Note: In the event a change is filed, or an action brought by
.the U.S. Attorney General, these records must be retained
until the final disposition of the charge or action.

2) Institutions, District and Local Offices

Hold reference copies in current files area until final
decision is received and no appeal is pending; then place in
Closed file; cut off closed file at the end of each calendar
vear; hold in current files area 1 year; then destroy.

Confidential: No - Open Record.

Supersedes: 86-73 {(approved 9-5-86)

(91-273-1)




o O : .
For instructions on completing this form con_taqLSHR ﬂecorddeanagemen_,t Unit, 47 Trinity Avenue, Atlanta, Georgla

30334, Phone - (404) 6564976  GIST: 221-4983

DHR 1. GEONGIA DEPARTMENT OF HUMAN RESOURCES __ ARCHIVESAND HISTORY
ApplicationDate Division of Administrative Services Application Numbar
é /ﬂ/fé Office of Personnel Administration 8 6 - '7 3
Applicstion Number i'tl:l’rrinitg Avei S:‘;gé:;[' | Data Recsived . Date Completed -
anta, Georgila :
Z6-5 s Georgla I , YUN 111988 | sEp 5 1986
2. Person to Contact T T ~ Working Title - ' S Teiephons Nurdar -
Barbara Deedy ' Assistant Director ' 656-6750 . &
3. Actlon Requested ' T T

s. EEstablish Retention Schedule; racord will continue to sccumulale,
b. [ Dispose of presant secumutation; no further accumutation anticipated,

¢. [JAmend Appiication No. .. Check One: [ change: O Supercede; {1 Void
§. Records Series Title followed by title used in office. if difierent] ' T
DHR Employee Complaint Procedure File

4, Daies of Serieg

Esrliest Latest
1980 Fontinuing

6. Division and Office Funclion

Wit is ihe function of the Division and the Oilice in which this record tories It created] o

The Administrative Services Division provides the program direction and coordination of the
specialized functions which support the Department's internal operations and legal environ-
ment through the Offices of Administrative Appeals, Audits, Child Support Recovery, Finan-

cial Services, Fraud and Abuse, Personnel Administration, Regulatory Services and Support
Services.

The Officé of Personpel Administration is responsible for implementing, managing and mon-
itoring a falr program of personnel administration for the Department of Human Resources.

7. Records Scri:;Dﬂcllpllon

This lile contains the foiiowlng documents finclude form numbers and titles, i any): Attach ;;EE;;“B: Tite, _-
Documonts relating to:

recording complaints filed by employees under th:y DHR Employee
Complaint Procedure ‘
Included are:

complaint steps filed by the employee, responses by managers,

supporting documentatipn, reprisal, investigations, mediation files,
final decisions and related correspondence.

TRV L . Lo UL ST PPR A | M Y T T o { S0 - A R
The file Is srrangod: by year, then numerically by complaint number.
_ . 5 . T Y .7‘. . _ . ¥
B. Monthly Reference Rate How ofton are records referred 1o which are: .
One to six months old 2 .+ Soven to twoilve monihs old 2 H

+ Thirtean to twonty-four months old 1

-~ 4

twenlyfive monthsandolder __ Q0 7

9. Annual flale of Accumutation or Records ) ) : ) i

Levter-glre denweotd ._.“,“2__“__; Legolslzmchvawers . ; Shelves . . } Other (Specily)

Form 4998 [Rev, 7-04} {Over)




| Privacy Act- Public Law 93-5/9-5ection 552a; Records maintained on individuals. '- |
X ¢. | this » vital record?
X d. Doss lhls serlas have historical or Iong term research value? i
X e, Whun one or two documents In the flle make it nocemrv to keep the entire file for ¢ long period, coutd these documanu
1 bescheduled separately?
X | _{. lthe information contalned In this series ever publishod? I yet, sttach copy. ) o )
X . g. ts the Information contained in this sorles ever ina|yud and/or recordod in 8 summarized report?
1f yes, attach copy. o
X h. Isthers a duplication of thil nrm In your o"lcc or In another office of ngancy? ' :
it yel, where? .
X 1. I this mrlg: for & major portion of it} reguterly microllimed? ;
X I. Doer the racord series result In 8 computer printout?’ T
11, Retention Requirements ' The lollowing requires the series 10 be kent:
s. State Lew e .. YeBIS. d. Audit period e ___yeary.
b, Ststute of limitation —_— years. o.  Administrative nead __.5,_,“__. years,
¢. Federsl law ——— e YRATS, f. © Federal ratantion Instructions 2 _year.

1

Attach copy or excerpt of laws or regulstions. Explalin administrative need,

e) Administratively, these files are needed for five vears to document actions and decisions
made concerning employee complaints.
f) 29CFR 1602.30 requires that records be retained 2 years and until final resolution of any

charge or action. : , . .
12. Approved Disposition tnstructions This agnncy racommends that the fite serles be cut off at tho ond of eoch: ' |

Clcatendsr Year; [JFiscal vesr; [ Other then,
[ Hold tn the 'current filesarea —._- ... _ maonthis) - ' yvearis); then
[ Transter vo local holding ares; hotd - yearls); l_han'
) Trensier 1o State Records Center;hotd .. yoarls); then
1] Destroy

{] Transfor to State Archives for permanent retention,

X) Other fSpecity!  contral Office:
When final decision is received and no appeal is pending, place all papers in the closed
file. Cut:off the closed, file at the end, of each calendar. year, hold,in ¢urrent files
area 3 years, transfer to State Records Center, hold 2 years, then destroy.

L

ISEEE U RN SRS oty e

Institution District and Local Offices: Forward all Qriginal maqerial to Central Office.
Hold reference copies in current files area!untll flnal dec1sion,is recejved and no

appeal is pending; then place in closed file; cut off closed file at end of each calendar
year; hold in current files area 3 years; then transfer to local holding area; hold 2
years; then destroy.

NOTE: In the event a charge is.filed, or an action_brought by the [I.§. Attorney General, these
"m“recvrd"s Wﬁ’?ﬁ’éﬁﬁ untﬁ” fgnaﬂf “d@fs5pos Tﬁ‘é’iﬁ&f‘tﬁe mﬂge O Aactiom === e——

Date

ulln Olilcoloivlslon - Dlmctoriboslgnoe

-

X»@«&fﬁ% i
perviser/0

DHR Sectlon/Unit — Chlel/Su

xﬁ»vé“"/f 872 %€

= - —— e

STATERECORDS COMMITTEE
Slgnature

Retention recaommendations .

In paragraph 12 are approved State Auditor/Designes
H nol approved, please

altlach a letter of explanation,

Secretary of State/Deslgnes

\
) Attorney Genoral/Designeo ’ ”
f orm 2098 © (Rev, 7-84) ] {Hevperle Side)




